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 1. SCOPE 
 
 1.1  Scope.  This Organizational Work Instruction (OWI) 
is applicable to the Accounting Analysis Reports & Property 
Office within the Office of the Chief Financial Officer 
(CFO). 
 
  1.2  Purpose.  The purpose of this OWI is to establish 
the detailed procedure that will be used to perform the 
monthly reconciliation of accounting data. 
 
 1.3  Applicability.  This OWI applies to personnel within 
the Accounting Operations Office who are responsible for 
performing monthly reconciliation of accounting data.  
 
 
2. APPLICABLE DOCUMENTS 

 
NASA FMM 9220   General Ledger Accounting 
 
NPG 1441.1C  Records Retention Schedules 

 
 
 3. DEFINITIONS 
 
 None. 
 
 
 4. INSTRUCTIONS 
 
  The detailed procedure for performing the accounting 
reconciliations is outlined in the Attachment. 
 
  
 5. NOTES 
 
 None. 
 
  
6. SAFETY PRECAUTIONS AND WARNING NOTES 
 
 None. 
 
 
 
 7. APPENDICES, DATA, REPORTS, AND FORMS 
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 None. 
 
 
 8. QUALITY RECORDS 
 
 The completed hard copy accounting reconciliations are 
quality records. They are retained until their active 
reference value ceases, or 3 years, in accordance with NPG 
1441.1C, Schedule 9, Uniform File Index (UFI) # 9220.  The 
records custodian is the Team Lead, Accounting Analysis 
Reports & Property Office.  
 
 
 9. TOOLS, EQUIPMENT, AND MATERIALS 
 
 None. 
 
 
10. PERSONNEL TRAINING AND CERTIFICATION 
 
 None. 
 
 
11. FLOW DIAGRAM 
 
 None. 
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Attachment 

10/04/2000
Core Financial CSPA 1

PerformReconciliations

•Perform Monthly Cash Reconciliation
•Allotment Authorization 
•Resources Authority Warrant
•UnobligatedCommitment 
•Cost to Obligations
•Cost to 224
•Advances-Grantees & Contractors
•Prepayments
•Letter Of Credit
•Disbursement to Expended Appropriation
•Reimbursable Accounts 
•Unbilled Accounts Receivable
•Accounts Receivable-Reimbursables
•Accounts Receivable-FOIA
•Accounts Receivable-RecertifiedChecks
•Accounts Receivable-Group  Health
•Accounts Receivable-Miscellaneous

•Revenue
•Deposit Funds
•Plans, Allotment & Cost Information (PACI) to General Ledger
•Accounting for Closed Appropriations
•Quarterly Real Property
•Quarterly Closed Appropriation Accounts
•YTD General Ledger to SF224
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10/04/2000
Core Financial CSPA 2

Perform Monthly Cash Reconciliation

Run Monthly Cash Transaction
Report (139T Report) & Daily

Statement of Transactions (SF224)
for the Current Month

Post Manual Journal Vouchers,
TSP Voucher & Labor JV 

to the 139T Report by Schedule
Number & Appropriation

GL &
SF224
Balance

?

File Reconciliation

Can it
be Corrected
in Current

Month
?

Correct  with a Manual JV 
&/or Prepare 3935 (Voucher &
Schedule to Effect Correction
of Errors) to Move the Errors

to Appropriate Account

Prepare Manual JV &
3935 to Move the Current Month
Errors to a Suspense Account to be
corrected in the subsequent month

Yes

No

Yes

No

Prepare manual journal voucher
And 3935 to move prior month

Cash errors from suspense account
To appropriation in which error occurred. 

File Reconciliation
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10/04/2000
Core Financial CSPA 3

Allotment Authorization Reconciliation

Obtain Hardcopy Allotment
Authorizations (504’s) for
the Current Month from 
Fiscal Control Division

Retrieve GL Entries to Accounts 1010
(Appropriated Funds with U.S.

Treasury) & 3210 (Reimbursable
Disbursing Authority Uncollected) 

from JV2 and any Manual JV’s
which Recorded Allotment Authorization

Difference
?

Investigate Cause
of Difference

Yes

No

Update Excel Spreadsheet with
Allotment Authorization Document

Number & Appropriation to 
Obtain Cumulative Since Inception

Timing
?

File Reconciliation

Yes

Notate on
Reconciliation

No

Research Differences
& Initiate Corrections



Marshall Space Flight Center Organizational Work Instruction 
OPR 

RECONCILIATION PROCESS ISO-RS22-2 Revision: Revision A 
 Date: November 16, 2000 Page 7 of 28 

 

CHECK THE MASTER LIST AT 

  http://cfoweb.msfc.nasa.gov/cfowww/iso9ka.htm 
VERIFY THAT THIS IS THE CORRECT VERSION BEFORE USE 

 
 
 
 

10/04/2000
Core Financial CSPA 4

Resources Authority Warrant Reconciliation

Obtain Hardcopy  of the
Resources Authority Warrant
(506) for the Current Month
from Fiscal Control Division

Investigate Cause
of DifferenceObtain End of Month report 

that contains transactional detail 
of Resources Authority

received for Current Month

Compare totals from
506 documents to the
End of Month Report

Review  the Spreadsheet
For Differences

Agree
?

Yes

File Reconciliation

No

Timing
?

Notate on
Reconciliation

Research Differences
& Initiate Corrections

Yes

No

File Reconciliation
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10/04/2000
Core Financial CSPA 5

UnobligatedCommitment Reconciliation

Compute Total  from
Aged Analysis of Open Commitments

Report (045 Report)

Retrieve Grand Total  from
GL Account 3240

(UnobligatedCommitments)

Difference
?

Research Differences
and Initiate Corrections 

Yes

No
File Reconciliation

Compare Aged Analysis of
Open Commitments Report
to Summary Total on GL

Account 3240 (Unobligated
Commitments)



Marshall Space Flight Center Organizational Work Instruction 
OPR 

RECONCILIATION PROCESS ISO-RS22-2 Revision: Revision A 
 Date: November 16, 2000 Page 9 of 28 

 

CHECK THE MASTER LIST AT 

  http://cfoweb.msfc.nasa.gov/cfowww/iso9ka.htm 
VERIFY THAT THIS IS THE CORRECT VERSION BEFORE USE 

 
 
 

10/04/2000
Core Financial CSPA 6

Cost to Obligations Reconciliation

Run the Mechanized 
Reconciliation of Cost
to Obligations Report

Review the Report by
GL Account (Per FMM

9345-3A)  to
Determine if There are 
Any Out-of-Balances 

Agree
?

Research Differences
and Initiate Corrections

No

File Reconciliation
Yes
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10/04/2000
Core Financial CSPA 7

Cost to 224 Reconciliation

Run the Mechanized 
Reconciliation of 
Program Cost to 
224 Payments

Review the Report to
Determine if There are 
Any Out-of-Balance 

Error Messages

Agree
?

Research Differences
and Initiate Corrections

No

File Reconciliation

Yes
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10/04/2000
Core Financial CSPA 8

Advances
Grantees and Contractors Reconciliation

The Mechanized Reconciliation 
Report is Automatically generated

When the GL Account 1430
(Advances to Grantees and Contractors)

is
Updated

Review the Report by
Appropriation to

Determine if  there are
any Out-of-Balances 

Agree
?

Research Differences
and Initiate Corrections

No

Yes

File Reconciliation
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10/04/2000
Core Financial CSPA 9

Prepayments Reconciliation

Retrieve GL Account 1420
(Prepayments to Government
Agencies) by Appropriation 

Run Query by GL Code
(PR) for Accounting

System Prepayment Activity
(Advances -Disbursements)

Receive FEDMIL Prepayment
Register (457 Report) from 
the Fiscal Control Division

Post Totals by Appropriation 
to Account 1420 (Prepayments

to Government Agencies)
Reconciliation  Spreadsheet

Compare
Totals 

Research Differences
and Initiate Corrections

Agree
?

Yes

No

Compute Spreadsheet
Totals (Query Total +
Report 457 Totals =
GL 1420 Amount)

File Reconciliation
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10/04/2000
Core Financial CSPA 10

Letter Of Credit Reconciliation

The Mechanized Letter
of Credit Reconciliation

is automatically generated
when the GL is updated

(Accounts 1050 -Letter of
Credit Authority Outstanding

& 1440 -Advances to
Recipient Organizations Under

Letter of Credit)

Review the Report by
GL Account  to

Determine if There are 
Any Out-of-Balances 

Agree
?

Research Differences
and Initiate Corrections

No

Yes
File Reconciliation
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10/04/2000
Core Financial CSPA 11

Disbursement to Expended Appropriation 
Reconciliation

Obtain End of Month report
Disbursement to Expired Appropriation Reconciliation

Query Computation:

UndisbursedAllotment (Total Allotments less Total Disbursements)
+/-Uncollected Disbursement(Reimbursable Collection -ReimbursableDisb.)

+LOC Authority (1050)
-Prepayments and Advances (1410, 1420, 1430, 1440, 1490, 2310)

+RecertifiedChecks (1080)
-Write-offs forUncollectables(3290)

------------------------------------------------------------------------------------------
TOTAL

Difference
?

Research Differences
and Initiate Corrections

No

Yes

Compare Report Total
& 1010 Account

(Appropriated Funds
with U.S. Treasury)

File Reconciliation
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10/04/2000
Core Financial CSPA 12

Reimbursable Accounts Reconciliation

Obtain Month End Report:  Reimbursable Reconciliation
which compares MSFC Reimbursable Order Report (148)

To GL Accounts
(3210-Reimbursable Disbursing Authority
Uncollected, 3220-Reserve for Receipt of
Reimbursable Orders, 3231-Anticipated
Uncommitted/UnobligatedAllotments, 

3232-Allocated Uncommitted/Unobligated
Allotments, 3240-UnobligatedCommitments,

3250-UnliquidatedObligations, 
34XX-Reimbursements)

to Determine if 
there are any Out-of-Balances 

Agree
?

Research Differences
and Initiate Corrections

No

Yes

File Reconciliation
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10/04/2000
Core Financial CSPA 13

Unbilled Accounts Receivable Reconciliation

Retrieve Balances of GL Accounts
1190 -Account Receivable Unbilled

(Government/Non-government)

From MSFC Reimbursable Order
Report (148 Report) Obtain Amounts
Separately for Government(MA9) &

Nongovernment(MA8), then Obtain by
Appropriation & Item Code(Order

Number) Reimbursable
Cost and Reimbursable Bills

Differences
or

Deficit
Balance

?

Post to Spreadsheet by
Appropriation, Method of
Authorization (MA) and

Item Code

Research and
Initiate Corrections

Yes

File Reconciliation

No
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10/04/2000
Core Financial CSPA 14

Accounts Receivable Reconciliation
Reimbursables

Record OPAC  and Collection 
Vouchers by Bill Number and

Appropriation to Account
Receivable Control Ledger

Record Bills by Number
& Appropriation to Account
Receivable Control Ledger

Compute Account Receivable Control
Ledger Totals (Prior Month Ending 
Balances + Current Month Bills -

Collections = Balance)

Compare Account Receivable
Control Ledger Balances by

Appropriation to GL Accounts
(1110-Accounts Receivable and 
Reimbursements, Government,
1120-Accounts Receivable and
Reimbursements, Other, 1170-

Accounts Receivable and
Reimbursements, Statistical)

Research  Differences
and Initiate Corrections

Balances
Agree

?

No

Yes

RetreiveBills and
Collections from

Fiscal Control Division

File Reconciliation



Marshall Space Flight Center Organizational Work Instruction 
OPR 

RECONCILIATION PROCESS ISO-RS22-2 Revision: Revision A 
 Date: November 16, 2000 Page 18 of 28 

 

CHECK THE MASTER LIST AT 

  http://cfoweb.msfc.nasa.gov/cfowww/iso9ka.htm 
VERIFY THAT THIS IS THE CORRECT VERSION BEFORE USE 

 
 
 

10/04/2000
Core Financial CSPA 15

Accounts Receivable Reconciliation
FOIA

Record Current Month
Activities to Spreadsheet
(Record Any New Bills &

Delete Any Bills That 
Have Been Collected)

Compare Balances 
to GL Account 1150

(Accounts Receivable,
Other)

Agree
?

Yes

No

Research Differences
and Initiate Corrections 

Receive Bills and Collections
from Cost and Reporting & Analysis

Division

File Reconciliation
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10/04/2000
Core Financial CSPA 16

Accounts Receivable Reconciliation
RecertifiedChecks

Receive Payment Voucher from
NASA Payroll and Center

Personal Services Offices or Cost
and Commercial Accounting

Division

Receive OPAC Check
Cancellation or Collection
Voucher from Certifying

Officer or Collection Agent

Calculate Total Payment 
Vouchers Less Total OPAC

Check Cancellations = Balance
in GL Account 1180 (Accounts
Receivable Refunds,Recertified

Checks)

Agree
?

Yes

No

Research  Differences
and Initiate Corrections

Update Spreadsheet File Reconciliation
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10/04/2000
Core Financial CSPA 17

Accounts Receivable Reconciliation
Group Health

Receive JV22 File & Temporary
Group Health File from Payroll

Office (Contains MARTSBatchprints,
Group Health Logs, NPPS Reports,

Collection Vouchers, etc.)

Compare MARTSBatchprintsto the
NPPS Health Insurance Not Paid

Report (104 Report)

Agree
?

Agree
?

Agree
?

Research Differences
and Initiate Corrections

Research Differences
and Initiate Corrections

Research Differences
and Initiate Corrections

Compare MARTSBatchprintsto
Manual Group Health Logs (Tickets)

Run Query (BF62GH) from MARTS
by Document Control Number &
Cumulative Since Inception Cost

Update Current Month
Spreadsheet

Compare Current Month 
Spreadsheet with the Manual
Group Health Log (Tickets)

Update Cumulative Since
Inception Spreadsheet

File Reconciliation

Yes

No

No

No

Yes

Yes
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10/04/2000
Core Financial CSPA 18

Accounts Receivable Reconciliation
Miscellaneous (i.e. Contract Overpayments, Travel 

Overpayments, Canceled Airline Tickets, etc.)

Agree
?

Yes

No

Research Differences
and Initiate Corrections

Receive Canceled 
Airline

Ticket Ledger
from Travel Office

Receive Bills and Collection
Vouchers from Applicable

Office

Post Individual 
Transactions

to a Spreadsheet

Reconcile Total Uncollected by
Appropriation Plus Outstanding

Group Health (Reference Account
Receivable Recon on Group Health)

to GL Account 1140 (Accounts
Receivable, Refunds, Others)

File Reconciliation
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10/04/2000
Core Financial CSPA 19

Revenue Reconciliation

Run the Report, Reconciliation
of GL Accounts 

4110 -Revenues, Miscellaneous Receipts, 
4120 -Revenues, Appropriations,

And 4130 –Revenues, Special Fund Receipts

Obtain Reimbursable Order
Report (148 Report) from
Fiscal Control Division 

Compare Spreadsheet
Total by Appropriation
to GL Account 4120

Balance

Compare Spreadsheet
Total with GL 4110

And 4130
Account Balances

Verify that the 4110, 4120, and 4130 Account Balances Agree with
the Total Balances of their Contra Accounts (4110 = 6310
(UncollectibleReceivables), 6210(General Fund Receipts
Deposited), & 1150(Accounts Receivable, Other); 4120 =  

3440(Reimbursements of Appropriations) ,6320R(Uncollectible
Reimbursable Receivables), 1190R(Accounts Receivable,

Unbilled, Other), 1110R(Accounts Receivable,
Reimbursements, Government), 1120R(Accounts Receivable,

Reimbursements, Other) & 1190R(Accounts Receivable, 
Unbilled, Government)) and 4130 = 1150(Accounts Receivable Other)

Agree
?

Obtain Copies of
Collection Vouchers
for Miscellaneous
Receipts from the
Certifying Officer

No

Yes
Update Spreadsheet with

YTD Reimbursable
Collections

by Appropriation
File Reconciliation

Update Reconciliation
Spreadsheet with Current

Month Receipts and
Compute Total YTD Receipts

Research Differences
and Initiate Corrections
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10/04/2000
Core Financial CSPA 20

Deposit Funds Reconciliation

Obtain backup documents from
Applicable offices for Suspense,

State Tax, Budget Clearing and Bond Accounts

From the MARTS SF224 Module,
Print documentation supporting

Treasury Disbursements
(SF224 Payments) for the applicable

accounts

Post to
Worksheet

Compare Worksheet
To system documentation

Agree
?

File Reconciliation

Research Differences
and Initiate Corrections

No

Yes Prepare Manual
Journal Voucher

Update GL
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10/04/2000
Core Financial CSPA 21

Plans Allotment & Cost Information (PACI) to General Ledger 
Reconciliation

The Mechanized PACI
Reconciliation Report,

GLAS-PAC Reconciliation
Report (008 Report which 

compares YTD & CSI 
Accounting Activity to the

YTD & CSI Journal Voucher
Amount) is Automatically
Generated After the GL

is Updated

Review  the Report by GL Accounts
(3240-UnobligatedCommitment, 
3250-UnliquidatedObligation,
3260-Disbursed Appropriation,

7XXX-Cost Accounts for all Appropriations,
58XX-Interest Expense Accounts)

Determine if There are Any Out-of-Balances 

Agree
?

Research Differences
and Initiate Corrections

No

Yes

File Reconciliation
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10/04/2000
Core Financial CSPA 22

Accounting for Closed Appropriation

Run Queries at end of month
for Mod Code = X000A, X000B,

And X000C

Obtain Source Document
From Accounts Payable

Relating to Closed Appropriation
Account activity for current month

Agree
?

Yes

Follow up with
Accounts Payable

And request correction
If necessary

No

File Reconciliation

Compare documents
To query output

Record Standard
Manual Journal Voucher

Update GL
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10/04/2000
Core Financial CSPA 23

Quarterly Real Property 
Reconciliation

Receive from Facilities Office 
GSA Form 1166, Annual Report

of Real Property Owned or 
Leased to the United States

Run Real Property
Capitalization

Report (322 Report)

Receive from Facilities Office
the Real Property Summary, 

MSFC Form 454

Compare Totals by Classification From 
Each Report to GL Accounts 1521

(Buildings) and 1531 (Other Structures)

Agree
?

Research Differences
and Initiate Corrections

No

Yes
File Reconciliation

Run Real Property
Capitalization

Reconciliation Report
From NASA Real 
Property Data Base
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10/04/2000
Core Financial CSPA 24

Quarterly Closed Appropriation Accounts 
Reconciliation

Run MARTS Queries for Closed Appropriation
Accounts Payable,Unliquidated 

Obligations and Uncommitted Allotments

Post Activity to Spreadsheets
(By Appropriation,

Obligating Document Number,
Method of Authorization, 

Accounting Code,  and Amount)

Compare Balances by
Appropropriationto the 
Applicable GL Accounts

(2019 -Accounts Payable to
Government Agencies/Closed

Appropriation Accounts, 2029 -
Accounts Payable to Others /

Closed Appropriation Accounts,
3259 -UnliquidatedObligations

for Closed Accounts, 3239 -
Uncommitted /Unobligated 

Allotments for Closed Accounts)

Agree
?

Yes

Research  Differences
and Initiate Corrections

No

File Reconciliation
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YTD General Ledger to SF224 
Reconciliation

Run Query (SEPCASH) from
MARTS by GL Account (3260 -
Disbursed Appropriations, 1070 -

ImprestFund Accountability, 1080 -
RecertifiedChecks Issued, 14XX-
Advances, 3440 -Reimbursements

of Appropriations, and 2310 –Advances
from Others) with 

Year-to-Date Amounts

Retrieve SF224 Spreadsheet
to Obtain YTD SF224 Totals

Update
Appropriation
Spreadsheets

Compare GL Year-to-Date
Totals with SF224
Year-to-Date Totals

Agree
?

File Reconciliation
until Yearend, then

Send to Headquarters

Research Differences
and Initiate Corrections

Yes

No

 


